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BACKGROUND

This policy includes contacts for |ockbox issues at the division level, at the
Ofice of the State Treasurer, and at the State’'s working bank. This policy
al so includes procedures for meking coding string changes to the | ockbox, and
for maki ng changes to the | ockbox, which involves the State’ s working bank.

POLI CY
REVI EW OF THE CODI NG FROM THE LOCKBOX

Divisions do the initial review, daily reconciliation and assignment of the
coding fromthe | ockbox. After the division reviews the coding, the | ockbox
coding is sent to the Bureau of Fiscal Services (BFS)/Special Services &

Fi nanci al Statenents (SSFS) who deals with these deposits.

In some instances, divisions may identify a payment that does not belong to
that division. This itemis highlighted for review by SSFS staff. SSFS staff
will determne coding for the paynent. If a paynent is within a division that
is part of the Departnment of Health and Family Services (DHFS), SSFS staff
will contact the division for consensus on the coding for this payment. |If

t he division does not agree with the proposed payment codi ng, SSFS staff will
contact the BFS Lead Accountant for this division to obtain final resolution
of the coding. SSFS staff will accept the final coding only fromthe

di vision’s BFS Lead Accountant. In all other cases, SSFS staff will refund
the payment back to the appropriate vendor

For reconciliation purposes, all |ockbox deposit vouchers/journal vouchers
shoul d be conpleted on a tinely basis and as close to nonth end as possible.

CHANGES TO LOCKBOX CODI NG STRI NGS
Changes to | ockbox coding strings must be coordinated through the BFS | ead

accountants for the DHFS divisions. The |lead accountants will forward changes
and updates to SSFS staff.
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Changes to W SMART codi ng shoul d be coordi nated through the BFS | ead
accountants, the Ofice of the State Treasurer, and staff in the BFS
Director’s Ofice.

CHANGES TO THE LOCKBOX | NVOLVI NG THE STATE WORKI NG BANK

The State Working Bank is currently US Bank. Any changes that involve US Bank
shoul d be coordinated through staff in the BFS Director’s O fice. An exanple
of this type of change would be the revision of docunents flow ng through the
| ockbox. Staff in the BFS Director’s Ofice will contact the bank with
changes. US Bank will only accept changes to the | ockbox fromthe BFS
Director’'s Ofice.

CONTACTS

Di vi sion Contacts for Lockbox |ssues

The division's fiscal/purchasing |iaisons will serve as division contacts on
| ockbox i ssues unless otherw se specified by the division

Contact at the Ofice of the State Treasurer

The | ockbox contact at the Ofice of the State Treasurer is:

Col | een Cox, Internal Operations
608- 266- 3407

Contacts at US Bank

Primary Contact:

Barb Rake

Lockbox Custoner Service, US Bank

414-765- 4752

Responsi bility: Processing of whol esale and retail | ockbox itens, problem
resol ution

When to contact this person: Questions on day-to-day processing issues.

Secondary Cont acts:

Pat Kinzel

Customer Service Team Leader, US Bank

Responsi bility: Daily operation inquiries

When to contact this person: Questions on new services to be provided or on
ongoi ng probl enms that have not been resol ved.

Marti Croak

Vi ce President, US Bank

Responsi bility: Design and installation of cash managenent services
When to contact this person: Requests to change the | ockbox.



Contacts in SSFS

Lora Affhol der (DPH, DHCF)
Speci al Services & Financi al
(608) 266-1610

Jerry Ruffin (DSL)
Speci al Services & Financi al
(608) 261-6379

Ken Thyberg
Speci al Services & Financi al
(608) 261-6315

Sally Acuff, Chief
Speci al Services & Financi al
(608) 266-9576

St at ement s

St at ement s

St at ement s

St at ement s

Contacts in BFS Director’s Ofice

Jeff Reiter
(608) 261-5981

Cheryl Thonpson, Deputy Director

Bur eau of Fiscal Services
(608) 266-2019
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